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A £eR 1978
MEMORANDUM FOR: Comptroller
VIA: ) Acting Deputy Director for Administratior
FROM: James H. McDonald
| Director of Logistics
SUBJECT: Additional Personnel for OL/LSD/M&CB ()
REFERENCES: (a) Memo dtd 29 Jul 77 to A-DDA fm D/L,

subject: Review of Mail and Couriey
Procedures ior Handling Classified
Material (0. 7 10,172)

(b) Memo dtd 1 Sep 77 to Compt fm D/L,
subject: Review of Mail and Courile:
Procedures ior Handling Classified
Material (DbhA 77-5087; OL 7 3958)

(c) Memo dtd 9 Sep 77 to A-DDA fm Compt,
subject: Additional Ceiling Position-
for 1978 (DDA 77-5048)

(d) Mult adse memo dtd 13 Jan 78 fm
A-DDCI, subject: Position Ceiling
(DDA 78-018:i; OL 8 0264)

1. (U) Action Requested: This memorandum contains i
recommendation for your approval; such recommendation 1$
contained in paragraph 4.

2. (C) Background: The Office of Logistics (OL), by
referents (a) and (b), requested an increase in its T/0 or
authorization to exceed ceiling by 15 positions to accommo-
date the need for additional couriers. This increase in
courier strength was deemed mandatory to enable us to compiy

25X1A with _ which specifies that codeword and/or Top Secret

25X1A

This memo may be reclassified E2 IMPDET CL BY -
CONFIDENTIAL upon removal of

attachments.
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SUBJECT: Additional Personnel for OL/LSD/M&CB (U)

material must be transported/accompanied by two couriers.

For a number of years, this requirement had been waived
provided the courier had a radio in his vehicle. The

Office of Security and OL believed it imperative that tae
Agency not be in violation of its own procedures for haandiing
classified material; and OL, in an effort to maintain tae
service now provided, began bringing on board additional 2
couriers in order to comply with the two-man rule on codewé&?
and/or Top Secret runs. Mail and Courier Branch, Logistics
Services Division, OL, now has an on-duty strength of [N
persons which exceeds its authorized T/O ceiling by 15.

3. (U/AIUO) Staff Position: By referent (c) and nore
recently referent (d), we have been advised that no additional
positions are available to OL through FY-79. While it is our
intent to propose the additional positions for inclusion and
approval in our FY-80 budget, I recommend that we adopt an
interim course of action as follows:

a. That approval be granted OL to remain 15
couriers overstrength in the Mail and Courier Branch
authorized ceiling. Such overstrength would be
absorbed by any underages developed in OL or within
the DDA directorate-wide.

b. That in the event all ceiling positions are
exhausted within the DDA directorate, the Comptroller
approve such overstrength and absorb it within total
Agency ceilling.

c. If at any time it appears that our overstrength
cannot be absorbed under a and b above, OL will commence
efforts to reduce on-duty strength until we reach
ceiling. Our current attrition rate in Mail and
Courier Branch is approximately two a month; and
therefore, reduction could be achieved painlessly.
However, such reduction will require significant curtail-
ment of the current level of courier services as set
forth in referent (b).

SECRET

Approved For Release 2001/04/02 : CIA-RDP81-00142R000300120001-8



= | SECRET

e Apprq\'led For Release-2001/04/02 : CIA-RDP81-00142R000300120001-8

SUBJECT: Additional Personnel for OL/LSD/M§CB

While other courses of action could be developed such
as a RIF or a freeze in hiring, the above provides the
optimum flexibility and is the most viable. Since the
costs of these additional personnel were not budgeted
for in FY-78 and FY-79, OL plans to submit these costs
as unfunded items if necessary.

4. (U) Recommendations: 1In view of the foregoing, :
your approval of the recommendations contained in paragraph Z2a,
b, and c is requested.

W/ oo 4 nigDonald

James H. McDonald

RECOMMENDATIONS 3a and 3c:

APPROVED: |
Acting Deputy Director for Administration
DISAPPROVED: o
Acting Deputy Director for Administration
DATE:

RECOMMENDATIONS 3b and 3c:

APPROVED:
Comptroller
DISAPPROVED: o
Comptroller
DATE:

Distribution:
Orig - Return to OL
+»2 - A-DDA
2 - Compt.
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MEMORANDUM FOR: Acting Deputy Director for Administration

FROM: James H. McDhonald-
Director of Logistics

SUBJLCT: " Review of Mail and Courier Procedures (U/ALUU)
‘ : for Handling Classified Material

1. (U/AIUQ) Action Requested: It is requested that
approval of the recommendation contained in paragrapih 3
be granted.

2. Dackground:

a. (C) On 26 July 1977, I held a meeting
with regard to current security practices in
handling classified mail. In attendance at
the wmeeting wore the Director of Security;
Deputy Chief, Logistics Services Division, OL
(DC/LSD/OL); and the Chief, Mail and Courier
Branch/LSD/OL (C/M&CB). ©Based on previous
discussions with the Director cf Security, it
was of nmutual concern to us that the Agency
not be in violation of proper procetlures for
handling classified mail, particularly in view

of the recent publicity regarding NG 25X1A
25X1A

b, _(5) licadquarters flfandbook dated 25X1A
July 1868, spocifies that Codeword an /or Top
Secret material must be transported/accompanied
by two couriors. In our mecting it was indicated
that for a number of ycars this requirement had
been waived occasionally. The waiver, allowing
ono courier to transport Codeword and/or Top
Secret material has been granted verbally by
the Special Security Center on the condition
that the lone courier drive a vehicle with a
operating radio. It was also brought out in 25X1A

our discussions that this had becen common
L’_..Z,_QM?’EJET L T -

o _
SECLET oL 7 10,172
Approved For Release 2001/04/02 : (fIA/DR87109142R000300120001-8
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SUBJECT: Roview of Mail and Courier Procedures (U/AIUQ)

for ilandling Classified Yaterial

practice with NPIC and OD&L long before the
Courier Consolidation Program. I should
hasten to add that the vast majority of our
Codeword and/or Top Secret material has beon
and is being handled strictly in accordance

with

¢. {5) Since January 1976, the M5Ch of
LSD has been requested to scrvice some 33
additional requirements without any increase
in thoir Table of Organization (T/0). For
example: establish run fo
Buildings; delayed pick up o odewor
material from congressional offices who do

25X1A

not have approved storaye facilities;

requested to X-ray all mail coming in for
the Recruitmont Division/OP; requested to X-ra

ullding and many special requirements for the
DCI, OGC, and OLC., Up to this point we have
been able to handle the majority of thess
requirements by working overtime and with
refinements in our operating procedures.

d. (C) As mentioned in subparagraph b
atove, thero have becen occasions in the past
whsare we have handled Codeword and/or To
Secret material with waivers to HHN * 25X1A
Currently, we have seven courier runs (one

for NPIC, three for 24-hour cable shift, one
for Central Depot run, one for Exccutive

Registry specials, one for OLL, — 25X1A
and DIC runs) where we rely on one courier
with an operating radio plus runs for [N 25X1A

requiring four couriors. In addition, therc

is a requirenment for a mininum of four

additional courier positions to handle ''specials)

In order to strictly conform with the procedures
established by I the M&CE T/0 should

be incrcased by 15 positions at the G5-07 level

bringing the total T/0 to-- 25X9
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SUBJECT: Review of Mail and Couricr Proccdures (U/AIUO)
. for Handling Classified Material

_ e. (S) You may also recall that some
months ago, we were requested to service a

requirement in support of _which 25X1A
involved very timely deliveries ot Codeword

25X1A waterial to NN - ¢ ©'hCT
than normal working hours/days. It was

determined that four additional positions

were required to satisfy this requirement,

and although the Comptroller did not formally

increase the T/0 of the MECB, we were allowed

to exceed the established number of positions,
by four persomns.

“f. (C) It is our understanding that the
Acting DDCI is currently considering an
increase of some 30 additional positions for
the Office of Security. In view of the above
it may be appropriate to bring the above
information to the attention of the Acting
DDCI for consideration at the earliest possible
time since a total of 15 additional positions

. would be required to bring M§UB up to the
required strength to handle the necessary
incrcase in workload.

g. (U/AIUO) For your information, we have
directed personnel scheduled lor assignment
clsewherc in LSD into the M&CHB, and temporarily
reassigned personnel from sorting requirements
and the postal unit within the M&CB in order
to have our courier runs conform to the

25X1A provisions of '

3. (U/AIUO) Recommendation: -1t is recommended that fperd-
ing review and allocation of the requested 15 positions fo:
M&CB, that the Office of Logistics be permitted to exceced
the M&CB T/0 by up to 15 employees and the OL ceiling by the
same amount.

S1GNED

James H. McDhonald

3

oEGRET
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SUBJECT: Review of Mail and Courier Procedures (U/AIUQ)

for Handling Classifiecd Material

'CONCURRENCE :

Robert W. Gambino _ ' Date
Director of Security

APPROVED:

Acting Deputy Director [or Administration

DISAPPROVED:

Acting Deputy Director (or Administrration

DATE:

Distribution:
Orig. - Return to OL (LSD 0fficial)

2 - DDA
1 - D/Soc

Withheld:

: 1 - OL/LSD/MECB
1 - D/L Chrono
1 - OL Files

25X1A oL/LSD | W o/ 7503

(29 July 1977)

Powrnillon., Joo 0071-3959 o | dopt 77

Approved For Release 2001/04/02 Gg AL L ;4.\,183‘[_;-‘;}.)?9142R000300120001-8
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-MEMORANDUM FOR: Comptroller

VIA: Acting Deputy Director for Administration
Director of Security
FROM: James H. McDonald
: Director of Logistics
SUBJECT: Review of Mail and Courier Procedures for
Handling Classified Material (U/AIUO)
25X1A REFERENCES: a. dtd 23 Jul 68, subject:

Domestic Courier Operations

b. Memo dtd 16 Oct 75 to DD/A £fm D/L,
subject: Consolidation of Mail and
Courier Services - Recapitulation

1. (U/ATIUO) Action Requested: It is requested that approval
be granted to increase the staffing complement of the Mail and Cou-
rier Branch, Logistics Services Division, Office of Logistics
(MGCB/LSD/OL) by 15 staff positions.

2. (S) Background:

a. On 26 July 1977, I held a meeting with regard
to current security practices in handling classified
mail. In attendance at the meeting were the Director
of Security (D/Sec), Deputy Chief, LSD/OL, and Chief,
MECB/LSD/OL. Based on previous discussions with D/Sec,
it was of mutual concern to us that the Agency not be
in violation of proper procedures for handling classi-

fied mail, particularly in view of the recent publicity
regarding

25X1A b. |l :recifies that codeword and/or top
secret material must be transported/accompanied by two
couriers. In our meeting, it was indicated that for a
number of years this requirement had been waived occa-
sionally. The waiver, allowing one courier to transport

ez 1MppET cL BY (N 25X1A

OL 7 3958 TR 423)
Approved For Release 2001/048B{}RAR-RDP81-00142R000300120001-8
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SUBJECT: Review of Mail and Courier Procedures for Handling

Classified Material (U/AIUO)

codeword and/or top secret material, has been granted
verbally by the Special Security Center on the condi-
tion that the lone courier drive a vehicle with an
operating radio. It was also brought out in our dis-
cussions that this had been common practice with the
National Photographic Interpretation Center (NPIC) and
the Office of Development and Engineering long before
the Courier Consolidation Program. I should hasten to
add that the vast majority of our codeword,’and/or top
secret material has been and is being handled strictly
in accordance with :

' c. Prior to 1974, there was a wastel{ul overlap

of courier services as a result of cevaral !ndependent
courier operations within the Agency. Because of this’
the CIA Management Committee ordered the establishment
of an intradirectorate committee to study the feasibil-
ity of consolidating the various courijer activities
within the Agency. On 12 August 1974, a consolidation
of Agency courier services, as recommended by the intra-
directorate committee, was approved by the Management
Committee and, by 1 July 1975, all Agency courier serv-
ices had been merged with M&CB/LSD/OL. Paragraph 4 of
reference b states, in part, "Presently, requirements
for special deliveries, as a result of the several in-
vestigations of CIA, Freedom of Information Act require-
ments, and related matters, have greatly increased within
the last year; and the Branch is strained to fill its re-
quirements with only Bl -csitions.” In fact, special re-
quirements have continued to increcase since 1975 and,
just since January 1976, MECB/LSD/OL has been requested
to service some 33 additional requirements without any

increase in its staffing complement. TFor example:
establish run for the Build-
ings; delayed pickup oI codeword material TOMm congres-

sional offices who do not have approved storage facili-
ties; requested to X-ray all incoming mail for the
Recruitment Division, Office of Personi:.> (OP):

e Director of Central Intel-

Counsel.

2

25X1A

X1A

ligence and the Offices of General Counsel and Legislative

brr
Approved For Release 2001/0 ggf’CIA-RDPM-00142R000300120001-8
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‘SUBJECT: Review of Mail and Courier Procedures for Handling
: Classified Material (U/AIUO)

-

-

d. Until the meeting referred to in paragraph 2a,
we had been able to handle the majority of the increase
in M§CB requirements by working overtime, exceeding our
current authorized strength by small numbers, and refin-
ing our operating procedures. In the past month, however,
in order to conform with the provision of * we  25X1A
have added new employees from the Clerical Staffing Branch.
OP, to M§CB/LSD/OL and currently have [JJJj employees on dutyxg
in this branch. Within the next month, we plan to enter
on duty 5 additional employees, bringing the strength of
25K9 M&CB/LSD/OL to [jifer 15 over its authorized strength.
In the interim, we have temporarily detailed employees
from the postal unit and sorting requirements to courler
Tuns. ‘

e. Our specific requirements for 15 additional
couriers are listed below: ' '

(1) Seven couriers: These represent seven
courier runs where we, in the past, have relied
on one courier with an operating radio but will
now need two couriers for each run. They are!
one for NPIC; three for the 24-hour cable shift;
one for the Central Depot, OL; one for the Execu-
tive Registry's specials; and one for the Defense

Maiiing Agency, Office of SIGINT Operationms, _

25X1A

25X1A
(2) PFour couriers: Some months ago, we
werejrequested'to service a requirement in sup-
25X1A port of vhich involved timely deliveries
of codeword material to the Building on
et 25X1A
other than nonworking hours/days. Four couriers

are required to properly satisfy this requirement.

(3) PFour couriers: There is a need for a
minimum of four couriers to handle additional spe-
cial runs and requirements from all over the Agency
that have developed in recent months and are re-
ferred to in paragraph 2c above. :

f. To satisfy these additional requirements in M3Cs/
LSD/OL, we have considered eliminating other functions in
OL but find that this cannot be done without curtailment
of currently provided services to other elements of the

3
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THEORANZM FOR: Deputy Director for Aduwinis tration -

SUBJECT e -Consolidation of Mail and Courier Services - Recapitulation

- 1. In January and February 1374 the attached chsart (attacluent 1)
was developed in the Office of Logistics (OL) /:41i1 and Courier Branch
(MgC3) to demonstrate the wasteful overlap of courier services as the
Tosult of operating soveral indepsndent courier operations within the
Agency.  (The U. S. was experiencing a serious gasoline shortage at taat
timoe, and the Agency was active in soveral arcas atrenpting to econoaize
and-reduce costs.) The problem was preseated to the Deputy Director for
Manayenment and Services (Dixd3S), and on'l March 1974 ho rocommended to
the CIA Mamageamt Coanittee that an interdirectorate cozittee be estab-
lished to study the feasibility of consolidating thé various courier
activitios within ths Agency. The Tecosmendation was approved G 3 Asril -
1974; and the comittec, with represcntatives from each directorate, was
foniaed in early May 1974. They establisbed a basic data base, reviewed
the problan, and on 8 July 1974 reported back to the Management Comitteo
that consolidation vas feasible and could Lo iaplesented during FY 1975,
Tae Courier Cansolidation Comnittee (CCC) considered courier servicos
in the Hesdquarters Building and the Metropolitan Washingtoa Area only.
Dassstic U, S. and ovarseas courier services were not included at thar
time. Attachment 2 indicates the offices and equipment identified to be
neryed. The 'consolidation, as recoamended, was approved by thc Manago-
ment Committec on 12 August 1974, e

2, TPreparation to caisolidate began imaediately, to include resc-
vations and oxpansion of tie MGCB and the acquisition of alditional 28il
handling equijmznt., The National Photographic Interpretation Center .
(KPIC) was~switcted to bo the first activity to be consolidated with »oCL
because of thedr expertise and experience with codeword processing and
Lecause of their demonstrated support of the cffort and their willinoness
to cooperate aud assist. NFIC porsomnel, functions, and oquipment wore
trasisferred on 1b November 1574, along with the functions of the Oiffico of
kasic Ceographic Intelligence. Following that, the Deputy Director for
Operations was marged on 13 January 19Y75; the Gfflce of Security on 3 iarch
19755 the Offices of Dovelopment and luzincering and ILINT and tio then
dofunct Office of Special Activities oa 10 tarch 1975; and finally the
Offico of Current Intelligence on 1 July 1975, The Office of Joint

Couputer Support and ths [Insurance Braanch, although ideatified. by the 25X1A
CCC as opcrating courier services, did not dedicate assots to thoso
Em.n'-rsr-r--v---

$75 i

ua'ﬂ:'ﬂ.’-ﬂ;iﬂi;-‘ai OL 5 10,214
Approved For Release 2001/04/02 : CIA-RDP81-00142R000300120001-8
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. . funcrioas and therofore had nothing to transfer. "Thoy wore, in C3SOTGEy 1 A
2BX1A advisod of the service offered by M5CB. Ths Office of fraining was ex-

cluded from the consolidation lmaszuch as their fimction of traosporting
persounel and supplies-aloag with a pouch for tho

was decasd to be incompatible with the coasclidated service anc
10 ecohcaies would be realizod if merged. -

3. The.memorandum froa the (CC to thw Manygoment ‘Comxaittee ToCoR-
mendin: the consolidation {attachuent 3) indicatsd that, of the

25X9

25X9

the coasolidation was approved by the Management Conaittee and were,
wuerefore, a saving in tho overall coasolidation of. the various courier
3)'5@!5. : - ’ .

4. Paragraph 6 of attschient 3 stated that, "Dopending on requare-
neats for 'special delivery' and experience factors, additicual positioans
nay also be climinated. _Proscatly, rejquirements for spacinl deliveries,
as a result of the several investigatioas of CIA, Presdoz of Informartica
Act requirements, end related matters, bave greatly increasced witaln tne
last year; aad the branch is strained 1o £1I11 its roquireacnts with oniy

25X9 E positions, It may bo possible tu eliminate wore positions when tis
vel of tacse special activities reducss.

5. Attachment 3 further indicates that five or six vchicles could
bo oliminated. Thirty six were identified as beoing utllized as courier
vehicles; however, only 29 were norged into tao consolidated couricr
system, with sevom being retained within the various opurating coaponarts.
wlth alditignal refinements and the reduction of above-clited special
activities,” it owy bu possible to furthor reduce tae nuiter of venicios
utilized dn courier sorvices.

25X9 6. In suamary, Fpositions are now dedicated to courier
‘services, ‘performing the fuactions hererofore perfemmed by PErson28X9
Within the operating coaponents 15.53 positicas were retained aund reclas-
sified or eliminated. ‘Courlor' services are Leing provided throughout
the Washington, ,\agcgi with soveén fewer vehicles than prior to the mer2or.
R e e T A TR .

i . oty s . B S
s T P AR PRy, B
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AT ETEL S OF

Michael J, Halanickll
| Director of Logistics
) NN ALY

Atts (3) Cafet ot DAl

2 .
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MEMORANDUM FOR:

SUBJECT

REFERENCES

! | | P P UM LT Y Y, il JAVeY | ,,,,_3:’ 4‘:‘ i DD/A Reigistr
Approved For Retease 2001/04/02 : C|A-RDP81-09442R0003001L%30'F3

~

9 sSgp wH

Acting Deputy Director for Administration
Additional Ceiling Positions for 1978 (U)

a. Your Memo, dtd. 10 August 1977, Subject:
Additional Ceiling for the Office of Personnel

b. Compt. Memo to A/DDA, dtd. 17 August 1977, Subject:
Additional Ceiling for the Office of Personnel

c. Your Memo, dtd. 24 August 1977, Subject:
Additional Ceiling for the Office of Personnel

d. Your Memo, dtd. 30 August 1977, Subject: Rein-
statement of Positions—Executive Motor Pool

1. (U/AIUO) This will serve to acknowledge References c. and d. which
request allocation of 12 ceiling positions for expansion of the Position
Management and Compensation Division and four positions for the Motor Poo:
in the Office of Logistics.

2. (U/ATUO) There are no uncommitted ceiling positions available for
allocation at this time. All new requirements such as those identified for
the Offices of Personnel and Logistics can only be satisfied at the expense
of concurrent reductions elsewhere in the Agency.

3. (U) We plan to consider your requirements along with other similar

position requirements from other directorates at a Comptroller's Meeting later
-this month during which position and fund allocations for 1978 will ’J/ARNEL

mined.

ames H. taylor
Comotroller

(sry\rn"ﬁﬁ?ﬂ T ot et~
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MEMORANDUM FOR: Acting Deputy Director for Administration

FROM: Rovert W. Gambino
Director of Security
SUBJECT: Position Celling
REFERENCE: DDA 78-0181 dated 13 Jan 74, Same Subject
Mike:

1. I note that the Acting Depurty uviractor of Central
Intelligence has instructed the four functional Denuty
Nirectors not to recruit agalnst anticipatad FY 79 ceiliny
increases without the written approvil of tae Director.

2. In order to eret our Industrial Sequrity Progranm
moving ahead quickly as the Director had asked and per your
earlier oral approval, we have been rectuiting against our
EY 70 increase in Industrial Securit: positions and plan o
be as many as 16 over strensth at thc end of FY 78. I
assume that you plan either to accomiodate.this temporary
overage within the directorate's overall ceiling or to obtals
the Director of Central Intelligence’'s approval for the tota.
directorate overage. If this assurgtion i$ not correct or i’
there is any further action which I should take at this time
please let me know. STATINTL

er Y. WASET

08 8 017:%

Approved For Releas?’ﬁqgﬁfgﬂ%ang RDR3H -%é4a§&003001 20001-8
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SUBJECT: (Optienal)

Position Ceiling
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AT AN
e

DDA 7§

o

14.

15.

FORM
3-62

610

S I

FROM: _ T Extenston | NO.
" 7 Robert W. Gambino )
Director of Security , 1 6777 [oae ) ]
AE-67, Hqs. - 9 7 JAN 1978 B
TO: (Officer designatipn, room number, and IATE ) COMMENTS (Numb " ‘ ) N
!.?t{ilding) - D > A e ——“@ 7l ?:lfl!fcl:isss to whom. Dfu: ":: Tirno’::cro:sor:or?:r:'ra ?:h:?(:n';”: »-»::3
o .m (%'Z\(/k}ﬁ’/——i/l_, i | fO) DED o - N
2 P . ";"’ (725N ‘ ,::",-vi. - s B L [
ADPD/A A M |
7‘13\.4.6,* Hgs . 1 FEB 1978 41
ol e -
A Sid:
Securfity . : R LI Ehe A .
— 4= pAs I advised you at o€
. “8:30 meeting oOn 1 ¥ebiuiry,
" ‘please refrain from ary »ie-
<4 ther hiring in FY 1974,
~except for those casex hat
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